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1.0 Overview

In the autumn of 1998 the DNFSB issued Recommendation 98-1 concerning Integrated Safety
Management. The Department responded to the DNFSB with a November 20, 1998 commitment to
develop a “consistent, disciplined framework for developing and implementing corrective action plans in
response to oversight findings, tracking and reporting status of corrective actions, verifying the
completion of corrective actions, and resolving differences or issues that may arise relative to corrective
actions.” DOE’s subsequent March 10, 1999 Implementation Plan for DNFSB Recommendation 98-1
noted that “The Department needs a more effective process for tracking and reporting the status of
corrective actions in response to oversight issues.” Therefore DOE has developed a Department-wide
Corrective Action Tracking System (CATS), that allows the DOE community to track and report
corrective actions, share safety management information across the complex, and to make DOE safety
status and actions available to the general public.

CATS is a Web-based database used to maintain the documentation associated with safety assessments.
It is used to create, edit and view Source Reports, Issues, Corrective Action Plans (CAPS) and individual
corrective actions (Actions) resulting from assessments. Assessment Reports and their related Issues are
entered into CATS by EH-2 staff, while the resulting Corrective Action Plans with itemized corrective
Actions are entered by the respective field organizations that were the subject of specific Reports. So that
CATS users may readily find pertinent information, CATS links Actions to the Reports and Issues they
address.

Security measures have been implemented to ensure the integrity of the data entered into the database.
Access to the database is controlled through User IDs and passwords. The IDs, passwords, and CATS
data remain secure through encrypted data transmissions across the Internet.

1.1 CATS Database Access Control Overview

Most persons with access to CATS will have view (read-only) access. CATS is available to the general
public. To prevent unauthorized persons from entering or changing data in CATS, only specific DOE-
HQ or Field persons will be allowed to enter data; they will have Editor rights.

To implement this policy, the following security features have been implemented in the CATS Database:

Lotus Notes Access Control

Access Control List(s) (ACL) Used to define the persons with database access and the specific
functionality allowed for them.

ACL Roles Used to refine ACL functionality, by granting or limiting access
to additional database functionality.

Section Security Used to limit access (hide) portions of information in a document
(typically for the general public).

Reader/Author Fields Used to limit or restrict access to views and documents,
especiallyediting access.

1.2 Recordkeeping

The CATS system is not designed to serve as an electronic recordkeeping system. All pertinent records
related to an issue must be maintained by the organization of origin in accordance with DOE regulations
and guidance.
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1.3 Privacy Act Statement
The CATS is available to the public. All data entered into the system must be carefully reviewed prior to
submission to ensure that no Privacy Act information is included.

1.4 Security

The CATS system is an unclassified system. All information entered into the system must be carefully
reviewed prior to submission to ensure it is unclassified.

CATS uses the Secure Sockets Layer (SSL) encryption protocol to assure integrity of data as it transits

the Internet. Users must have a version of Netscape (or Internet Explorer) that supports SSL
communications. Reasonably recent versions do support SSL.
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2.0 Using CATS

CATS is a Lotus Notes web-based application that runs from a domino server. CATS can be accessed
through either of two Internet Browers: Internet Explorer or Netscape Navigator. Each user is required to
initiate a logon ID and password the first time they access CATS. Once the user receives their logon

information, they are ready to use the CATS sys

2.1 Accessing the Internet

The Web browser used, is typically one installed by the computer support team for DOE users. To access

CATS it can be either of the following two:

Netscape Navigator

MHetzcape
M avigatar

tem.

Internet Explorer

€

Internet
Explorer

The most common web browser for
most Government agencies is
Netscape Navigator. (Notice the icg
above contains a curve arrow inside
small box indicating the icon is a
shortcut or link to the application file
on the local drive.)

Another popular web browser is
Microsoft's own Internet
reExplorer that comes standard
with computers running
Windows 95 (version C) or
greater, or Windows 98.

Accessing the Internet

To access the Internet using Netscd
Navigator, double-click on the
Netscape Navigator icon located on
the Windows desktop. The
designated home page for your
organization, or another one you m4
have chosen, will be displayed.

Accessing the Internet

pEo access the Internet using the
Microsoft’s Internet Explorer,
double-click on the Internet
Explorer icon located on the
Windows desktop. The
ydesignated home page for your
organization, or another one
you may have chosen, will be
displayed.

Note: For the purpose of this documentation, all examples for Web browsers will relate to the
Netscape browser. However, the functionality of Internet Explorer is very similar.

CATS User’s Guide
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2.2 URL Address Locator

A URL (Uniform Resource Locator) contains specific address components that identify where a web page
is located. Hittp:// indicates the link is on the Web and is followed by the domain name or address (e.g.,
www.doe.goY that is a location of a direct web site.

T R g = | ]
_Ei Ed Yews [ [cwmmcsa Help .
4 & 3 4 = N i a4 Bl
Fak Akl Hunet ook Helwaps E ety
=TT L.:-;.-'hullrl... Pl sy rim ol e s e o s | vl jqr.;:'wmi.—i
Bookmark Button URL Locator Bar

1. Enter the web site address in thRL locator bar.
2. Pres<=nter to retrieve the web site.
3. Click theBookmark button. A list of bookmarked URLs is displayed.

4. Click onAdd Bookmark to save the address for future use

2.3 Netscape Web Navigator
Web Toolbar Features

o Back — Moves to previous document page one at a time

Forward — Moves to the next document page one at a time

¢ Stop — Stops the process of loading a document onto the screen

a Reload— Retrieves a current document again with any added changes

4% Home- Opens or returns to the organization's home page

= Search- Finds a word or phrase on the opened page
Search

=% Print — Sends the open page to the default printer
Print

" Bookmarks Bookmarks — Keeps a list of web page addresses for easy access and
opens the list of web page addresses to select from
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2.4 Accessing CATS

To access CATS complete the following steps:

1. Open your Internet browser.
2. Enter the ISM Resource Center page URILtp://tis.eh.doe.gov/portal/ism/cats.htm
3. Click on theCorrective Action Tracking System (CATS)option.

ialwiy ard He
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ESEH Hnowledge
Banaywmant Tools
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TheCorrective Action Tracking Systemscreen provides four (4) login options: User Login, Guest
Login, Change Password, and New Users.

T
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OPTION 1: First Time User OPTION 2: Registered User

la. Click once on thdew Usersbutton. 2a. Click once on thelser Login button.
E =
_| Users _ Login

Note: If prompted with a Security dialog box,

Note: If prompted with a Security dialog box, _
selectOK or Continue button.

selectOK or Continue button.

2b. Enter your user name and password. Click

1b. When th registration screen appears,  OK. (Note: Passwords are case sensitive.)
click on theRequest New Account

TSR button. AR
1c. Select a Lotus Notes user type from the Urm S |
CATS Access Informationscreen. Pt |

] e |

1d. Complete the attached on-line registration

form and click thesubmit Requestbutton. | 2¢. You are entered into the CATS Main Menu
system:

In approximately2-3 business days, you will
receive your access information via the e-mail
address you provided on the registration form.

Option 3: Guest Login Option 4: Change Password

EE [
3a. Click on the Guest Logl,, Login button. | 4a. Click the Change PasswAESSEE button.

3b. At the guest access screen, click@Guest 4b. When th registration screen appears,

) Guest click on theChange Password
Login I button. e T by tion

3c. Enter the user name and password; click OKNote: If prompted with a Security dialog box,
selectOK or Continue button.

4c. Enter your user name and password at the
o Change Password Request screen. Click OK.

4d. Enter your old password.

3d. You are entered into the CATS Main Menu
system: 4e. Enter a new password or keep the one

provided by the system.

4f. Click the Submit Reque! SumaFagms
button.

Note As aregistereduser, you are also able to enter the CATS Main Menu via any bookmarked CATS
page. If you choose to access CATS using this method, the system will bypass the logon page (bottom of
page 5), and prompt you for your login ID and password before entering the CATS Main Menu.
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2.5 CATS Main Menu Overview

Once the User has successfully logged onto the CATS system, the following CATS Main Menu is
displayed. Do read the information on this screen carefully. Two important issues are pointed out on this
screen.

First, allow CATS to load completely. While you are waiting forNaigator to appear, you can begin

to read the information on the screen. You can use the vertical scroll bar to move up/down the screen;
this will not disrupt the Navigator loading process. Secondly, the big yellow “CATS” at the upper left
corner is a link to the default search page. (See sekfi@earch Featuresn page 19 for more
information.) The CATS link is part of the Navigator bar which appears throughout the main database.

5 Netscape

File Edit ¥“iew Go Communicator Help

| 2 2 3 X a =5 A 3
i Back Forward  Reload Home Search  Metscape Eririt: Security Stop
' ﬂtv Bookmarks £ Location:lhttps:a’a’hqlnc. doe. gov/ehdcorpoats. nsf j @v What's Related

Navigator————» CATS hIRep

H

WWelcome to the new and improved {eeepl) Corrective Action Tracking System, enhanced by
request from you., the users, or your assigns at design meetings. Mow CATS supports:

1. A (mandatory) Report Type field. Exsting Reports may be wewed without a Report Type,
but new ones must have this filled in from the list. As time progresses Reports will be
back-filled with the appropriate type data.

2. Field-entered Self-Assessment Eeports enabled by the new type field mentioned above.
Please contact the InfoCenter at the number below to be added to the self-assessment

View Pane ——————» creation list.

Click here for a brief explaination of how to use CATS, or click the question marlk (7) on the
Wargator above to mwoke the online help system.

For technical assistance please contact the ES&H INFOCENTEE. at 1-800-473-4375.
Cuestions concerning Policy or Process should be directed to one of the following T-C AW
representatives:

Gerald Gears (DP)- 301.903.9412
Robert Goldsmith (EM)- 301.903.0221
Barry Parks (SC)- 301,903 9649

E@| |Document: Done
View Description
Navigator Displays a list of actions and forms available to the user. (There is

more on the Navigator in the Navigating CATS section of this
document, below.)

View Pane Displays the form selected in the Navigator, or displays documents
selected.
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2.6 Navigating CATS

CATS provides a nesting navigation system. The nesting navigation system consists of three levels of
options: Function, Form, and View. Each level is not necessarily available for each function selected.
A button in the Navigator represents each possible selection. When a button is selected, it's color
changes from Blue to Yellow on the screen.

Selected4>| | T’ﬁ-ﬂc

Unselected——p> |

Following is an outline of the available nesting options, organized by level.

Function Form View

[Report ——

ME—»

CAP | ——»

Action| —»
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Function Form View

[Report] —
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3.0 CATS Data Entry

The CATS database allows authorized Users to create four different types of documents; Source Reports,
Issues, Actions, and CAPs.

3.1 Create a Source Report

The Source Report is the Office of Oversight report where safety issue(s) are identified. Reports and
issues from Evaluations, Special Reviews, Special Studies, and Type A Accident Investigations are
tracked in CATS. Source Report information is entered into CATS by the Office of Oversight.

Wreport

Chrsnm

Action Tracking Syeem

|R:epnr1 Data

Report Type I j

Report Title I

Final Report |
Diate

Office/Farilit =
Re;:we? ’ I J

| IEFvou do not explicitly save, the data on thiz form will be lost

From the Main Menu, select tiNew button.
Select theReport button. The report form is displayed.
Click on the drop-down arrow in tliReport Type field. The choices for report type are displayed:

whN e

I 5

Type A
EH-2
Self-Assessment

Emergency Management

Choose a report type, and prégsB to go to the next field.
4. Click once in theReport Title field. Enter the title of the source report. PFEAB to go to the next
field.
Enter the final report date in the field in MM/DD/YYYY format. Pré@#B to go to the next field.
From the drop down list, select the Office/Facility Reviewed.
Click once on th&avebutton to save the report entry into the database. (Note: The Report text itself
is not entered into the CATS system.)

No o
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NOTE: If you want to clear (reset) the New Report form, click once @l¢he Databutton to clear all
fields.

NOTE: Once a Report entry is made, CATS automatically takes you to the Issue entry field so the Issues
associated with the Report may be entered — see the next section below.

3.2 Create an Issue

An issue is a concise statement of the safety finding, problem, judgement of need or deficiency that needs
to be resolved by line management. The Office of Oversight enters Issues into CATS.

Your Report was saved as HS-01/13/2000-0001-R.
Enter data for the first Tssue or select a new command above.
Issue Data for Report:
"HZ-01132000-0001-E - Apprajsal™
[ssue Nusmber H=-01/132000-0001-1
Desctiption ;I
=
Cuiding Principles 1. Line Management Responsibility for Safety =]
2. Clear Roles and Responsibilities
(Hold down the CTRL key to select |3, Competence Commensurate with Responsibilities
maltiple walues) 4. Balanced Priarities
5. ldentification of Safety Standards and Reqguirernents
6. Hazard Controls Tailored to Wark Being Performed
7. Dperations Authorization
Mot Assigned =
Cotre Functions il j
‘ES&H Functional Area il j
If you do not explicitly save this Tssue the data on the form will be lost.
All fields on this form need to be filled out.

If creating a new Issue immediately after creating a report, skip to step 5.

From the Main Menu, select tiNew button.

Select thdssuebutton. The Assign New Issue to Report screen is displayed.

From the drop down list, select the Report to which the new Issue should be assigned.

Click once on théssignbutton. The New Issue form is displayed.

Click once in the description field and enter a description of the new Issue. Where possible the issue
description should be taken verbatim from the final approved report, study, evaluation, accident
investigation, or other applicable mechanidfrthe report word-processing file is available, this can
be done very easily using Windows’ Edit-Copy and Edit-Paste features.

6. Click once on the appropriate Guiding Principle from the available list.

7. From the drop down list, select the appropriate Core Functions.

8. From the drop down list, select the appropriate ES&H Functional Area.

arwOE
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9. Click once on th&avebutton. The issue is saved in the database and a new blank issue form is
displayed. The new issue form is associated with the report previously created, or selected in Step 3.

Note: If you want to clear (reset) the New Issue form, click once on the Clear Data button.

3.3 Create a Corrective Action Plan (CAP)

The CAP is prepared by the cognizant line manager, in consultation with the applicable CSO. The CAP
addresses the Issues raised in the Formal Independent Oversight Assessment Report.

1. From the Main Menu, select tiNew button.
2. Select theCAP button. The Put CAP Data on Report screen is displayed.

Select a Report to assign this CAP to:

| =l
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3. From the drop down list, select the report to assign the new CAP.
4. Click once on théssignbutton. The New CAP form is displayed.

IRepnrlDam
[Report Huraber [ETTP-10/11/2000-0001-R-EH2
[Report Type [Frz
IRJepnr‘t Title iIndependent Investigation of the East Tennessee Technology Park Volume 2: Cutrent
\Ervvironument, Safety, and Health Programs and [ssues
Final Report Date [10/11/2000
|Off'1|:eJ'FaJ:ility Beviewed IEast Tennessee Technology Patk
[cAP Data
iCc-gm'.zant Lirie Manager !I
Responsible Organization |! j
!Rﬁsponsihle 50 “ =]
|&spproral Due Date 12102000
A F Statns “ =
. H
IAPFMSt&m ilPending Approval LI
‘Apprm-’alDate |I
!mmhﬂd Flan || Browse... |
immdbyEH.z |m
|Latest Corrective Action in CAF
HCAP Completion Date EN ew
5. Click once in the Cognizant Line Manager field and enter the appropriate information.
6. From the drop down list, select the appropriate Responsible Organization.
7. From the drop down list, select the appropriate Responsible CSO.TRi&dse go to the next field.
8. The Approval Due Date field is completed automatically by CATS.
9. Enter appropriate descriptive information in the CAP Status field.
10. From the drop down list, select the appropriate Approval Status. PA8s$o go to the next field.
11. If the CAP is Approved, enter the appropriate date in MM/DD/YYYY format in the Approval Date
field.
12. Enter the appropriate information in the Attached Plan field by clicking once @&rdise button.

13.
14.

15.

16.

The Windows file management dialog box is displayed. Locate and select the appropriate file to
attach to the new CAP. PreBAB to go to the next field.

From the drop down list, select the appropriate choice for the Reviewed by EH-2 field.

The Latest Corrective Action in CAP field is automatically generated by CATS based upon the latest
Action planned completion date.

The CAP Completion Date field is automatically generated by CATS based upon the latest Action
(actual) completion date.

Select theSavebutton to save the CAP to the Report identified in Step 4.

Note: If you want to clear (reset) the New CAP form, click once o@léss Databutton.

CATS User’s Guide 12
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3.4 Create an Action

Corrective actions describe actions that will correct the safety issues identified in the independent
oversight report.

1. From the Main Menu, select tiNew button.
2. Select théAction button. ThePick a Report screen is displayed.

Pick a Report

T will only show you Issues for the Report you select, so you won't have to look at every single
Issue to find the one you want to add an Action to.

I H

From the drop down list, select the Report to search for an Issue.

3. Click once on thé&electbutton. The Pick an Issue form (as shown below) is displayed.

Pick an Issue

A new Action will be added to the Issue you select.

! H

4. From the drop down list, select thesueto assign an Action.
Note: A report that contains no issues will return the information, “No issues associated with this
report.” At this point, a new search must be created.

CATS User’s Guide 13 Document # EH-72-1999-09-0001.Ver.3a



5.

10.
11.
12.
13.
14.
15.

16.
17.

Click once on théssignbutton. The New Action form is displayed.

Corrective Action Data for:

*DOEW-03/01/1996-0001-T - Weaknesses in the Department’s SuspectCounterf

Numbe: DOEW-03/01/1996-10001-0018-4

Diescription =
H

Action Deliverable “

Dieliverable Attachments “ Browse... |

|Pla.tmed Completion Date “

Fesponsible Manager “

Status ‘ICDmpIeted 'I

Descriptive Status ;|
H

|Last Edit Info |02s’07f2000 by Bussell Shields

Completion Date “

Verification Status ‘I v|

|Issues Currently Linked To |This Action is not hinked

| IFyou do not explicitly sawve this &ction the data on the form will be lost

The Number field is automatically calculated and displayed.

Click once in the Description field and enter the appropriate data. F&8s# go to the next field.

Enter the appropriate data in the Action Deliverable field. PraBsto go to the next field.

Where possible the description and deliverable should be taken verbatim from the Corrective Action
Plan. If the CAP word-processing file is available, this can be done very easily using Windows’ Edit-
Copy and Edit-Paste features.

From the Deliverable Attachments field, click once onBhawvse button. The Windows file
management dialog box is displayed. Locate and select the appropriate file to attach to the Action.
PressTAB to go to the next field.

Enter the appropriate date in MM/DD/YYYY format in the Planned Completion Date field.

Enter the appropriate data in the Responsible Manager field. TABs® go to the next field.

From the drop down list, select the appropriate Status. PAESg0 go to the next field.

Enter the appropriate data in the Descriptive Status field. PAE <0 go to the next field.

The Last Edit Info field is automatically displayed.

If this Action has been completed enter the appropriate date in MM/DD/YYYY format, in the
Completion Date field. Pre§5AB to go to the next field.

From the drop down list, select the appropriate Verification Status.

Click once on th&avebutton to save the form to the database.

Note: If you want to clear (reset) the New Action form, click once o@léze Databutton.
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4.0 Viewing Data

4.1 Viewing a Source Report

Page Toolbar—» I

P Report: Clontractor Fatality on the Olympia-White River #1 230 &V Line on April 25,
1997

P Report: Electrical Accident with Injury in Techneial Area 21, Tritivm Science and
Fabrication Facility

b Eeport Emergency Management Program Follow-up Eeview at the Miamisburg
Collapsed Ervronmental Management Project

Twistie —| » Report: Emergency Management Program Follow-up Review at the Oak Ridge
Mational Lakoratory

P Report: Emergency Management Program Follow-up Review of the Albuguerdue
Expanded Cperations Office Transportation Safeguards Diwision

Twistie — ¥ Eeport: Evaluation of the Mevada Test Ztte Full Participation Exercise Sunnse "9%
Report > MTS-06/28/1559-0002-F
Link - P Tssue NTS-06/28/1999-0001-T
. P Issue MTS-06/28/1999-0002-1 d

From the Main Menu, select théew button.

Select theReport button.

Select the appropriate sorting button. A list of source reports is displayed by the selected sorting

category.

4. To view details of the source report, click once on the collapsed twistie to the left of the desired report
to expand it. The report and all associated Issues are displayed.

5. To open the report, click once on the report link. The report is launched and displayed on the screen.

whN ke

Note: To expand all Reports and associated Issues displayed on this page, click ondexparitde
button. To collapse all Reports and Issues expanded, click once Golllesebutton. Expand and
Collapse buttons work on Reports, Issues, Actions, anywhere they appear!

Note: To scroll between pages of Reports, click oiNthe andPreviousbuttons displayed on the CATS
Main Menu bar.
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4.2 Viewing an Issue

b BP0 1119572001 5-1

B BFA-CAN 17195T-0016-1

b EFA-0A 111957-0017-]
Collapsed Twistie———| ¥ pracar 17155700751

B BF A 1 RET-0019-1

b BP0 1 BT

B BP0 1 9T -
Expanded Twistie——— = o onsiaom- oo 1
-y Anezpnent [iee #1
Issue Link/ b D B 11 B D0
b DN ORI 11 S5 0 -
b DO ORI /| S5E- 00021
F DCEW-0RI 1] 956- 00031
b T CET -0 1] - (-
B T CE T 1 - (5 -
b TCE R0 11 B (a0 1
b DCEW R 11 S5 00071

[E1]

From the Main Menu, select thveew button.

Select thdssuebutton.

Select the appropriate sorting button. A list of issues is displayed by the selected sorting category.
To view details of an issue, click once on the collapsed twistie to the left of the desired issue to
expand it.

5. To open the issue, click once on the issue link. The issue is launched and displayed on the screen.

e N s

Note: To expand all Issues displayed, click once oExpand button. To collapse all Issues expanded,
click once on th€ollapsebutton.

Note: To scroll between pages of Issues, click ol andPreviousbuttons displayed on the Main
Menu bar.
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4.3 Viewing a CAP

P Harry Eary
¥ John M McBroom, SC-40
P Tohn Wileynshd
¥ Eathy Carlson, 2TV Manager
Evaluation of the Mevada Test Site Full Participation Exercise Sunrise 1999 Approved

b Keith & Klein

P Lee Watins

» MALOSH, GECRGE

P Ifark Baca, Acting Assistant Manager, Office of Nuclear Defense Programs
P Ifichael Hooper

¥ Michael Darell

P Ealph Fair

P EE Glass, Operations Office Manager

P EFFO Deputy Manager

P Richard Glass, Albuguerque Operations Office Manager
¥ Richard Provencher

P Robert W Rosselli

L]

From the Main Menu, select thveew button.

Select theCAP button.

Select the appropriate sorting button. A list of CAPS is displayed by the selected sorting category.
To view CAP detalils, click once on the collapsed twistie to the left of the desired CAP to expand it.
To open the CAP, click once on the CAP link. The CAP is launched and displayed on the screen.

arwpdE

Note: To expand all CAPs displayed, click once orkEtigand button. To collapse all CAPs expanded,
click once on th€ollapsebutton.

Note: To scroll between pages of CAPs, click orNinet and Previousbuttons displayed on the Main
Menu bar.
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4.4 Viewing an Action

b O Ogilvie
b O Ogilwie, (T. Stmith)
P S Henning
P .5 Henning
¥ Dan Glenn, LAAQ
THE ASSISTANT AREA MANAGER FOR FACILITY OPERATL.. Completed 02/29/96

¥ Dan Hoag

» Dave Newnam

P David L. Carroll

P Deborah Chalko

¥ Diennis Erickson

¥ Drennis Erickson and Bill Harrlton

P Diennis Erickson, LANL, and Contie Soden, DOE-AL
P Dennis Erickson, LANL, and David Gurule, LAAD

P Denniz Reesed(505) 845-4548/Support Branch

» Deputy Manager
P Detry, Ronald T =
1. From the Main Menu, select théew button.
2. Select thé\ction button.
3. Select the appropriate sorting button. A list of actions is displayed by the selected sorting category.
4. To view details of an Action, click once on the collapsed twistie to the left of the desired Action to
expand it.
5. To open the Action, click once on the Action link. The Action is launched and displayed on the

screen.

Note: To expand all Actions displayed, click once orkEttgand button. To collapse all Actions
expanded, click once on tm®llapsebutton.

Note: To scroll between pages of Actions, click orNiévet and Previousbuttons displayed on the Main
Menu bar.
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5.0 Linking Data

CATS is intended to provide a complete documentation trail that starts with a Report, lists the Issues
identified in that Report, identifies the Corrective Action Plan that responds to the Report, and then
itemizes the corrective Actions that address each Issue. The CATS database automatically asks users for
the Report where Issues are being entered, or for the CAP where Actions are being entered. However,
just in case it is needed, CATS gives users the options to link previously created Issues to Source Reports,
and previously created Actions to Issues. For example, it may be the case that an Action addresses more
than one Issue, or an Issue has a number of Actions that address it.

5.1 Link an Issue to a Source Report

1. From the Main Menu, select thénk button.
2. Select theAdd button. Select thissuebutton. A dialog box is displayed.

Add | Issve I

Select a Eeport to assign this Issue to:

|BNL—DfifD1f199?-DDD1-R - Independent Owersight Evaluation of the Environ. .. j

Select an Issue to link:
IBNL—de1f199?-DDDE-I - Lack of Accountability for ES&H Priarities - Fe .. j

3. From the list provided, select the appropriate report to assign an issue.

4. From the list provided, select the Issue to link to the selected report.

5. Click on theAssignbutton. The issue is linked to the selected report. The following screen is
displayed.

g [ T |

Cﬁ. T A

ey e |

=EHL- 048 13597 000 1-F - Tedependart Creernght Evsfaaion cf dm =
wrw Howny BML- AN 11 957 (1101
Lock of doromntmbility for EHGH Friorities Fow él
EIFEGE Lo meihanlsmd =a |8l [0 eafils poigsi
ENCINTALL LLEY far §EcH perdormancs. Tas Al =
tadas Tiaephis 1. Lina Misrwgwraas] Auapenidadp i Salelp
[ H a8 o Lk 5L boep S0 sl pmibply |3 Convp@iBAnE Core relvi e B s Rpapessibdies
Tidsl i Bslwassd Fricviss
L ldwrriesion el Srwip Slasdards srd Hegarerenis
£ Hatwe Cardrabi Tadanid % Wed Bung Paderrad
. Opitaery SEIEE RN
K e |
- | it eyl =
[ =

IT e iy ook b iy e sl Do (e dida cu the o vl e Bisdl
AR Beleh om i Forre nosdi ba be Hied ol

CATS User's Guide 19 Document # EH-72-1999-09-0001.Ver.3a



6. If necessary, click once in the Description field to edit the description provided.

7. From the list provided, select the appropriate Guiding Principles by clicking once on the desired
selection. To select multiple selections, press the Ctrl key then the appropriate selections.

8. From the list provided, select the appropriate Core Functions by clicking once on the desired
selection.

9. From the list provided, select the appropriate ES&H Functional Area by clicking once on the desired
selection.

10. Select thesavebutton to save the issue and link it to the selected report.

5.2 Link an Action to an Issue

1. From the Main Menu, select the Link button.
2. Select theAdd button. Select théction button. The following screen is displayed.

Pick # Repori
T wall onky ihovar wou Bie Toruse for tie I-!r-.'l'.'\-u ehst g pat W ok B o looi il.l'.'-ll:.l::-uv i bl Hie =0 Tou0 = o
b AR 1o, ARer e pags ro will mdecn an Larme 40 Mk ro. Biea o il packe mE foted. A tha troe [ wad onlw chew

poi Arneid [or te Bepoen peo pden oome

| =

3. From the list provided, select the Report then click3bkectbutton. The Pick an Issue screen is
displayed.

4. From the list provided, select the Issue to link the Action. SeleS&dheetbutton.

5. From the list provided, select the Action to link to the Issue/Report. Selekssign Button. A
message is displayed notifying the User if the action was successful.

5.3 Unlink an Action from an Issue

From the Main Menu, select thénk button.

Select théDeletebutton. Select thAction button. The Pick a Report screen is displayed.
From the list provided, select the Report to locate the Issue. Sel&dldntbutton. The Pick an
Issue screen is displayed.

4. From the list provided, select the Issue to unlink the Action. SeleB&leetbutton.

5. From the list provided, select the Action to unlink from the Issue/Report. Seldigtyn Button.
A message is displayed notifying the User if the action was successful.

wN e
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6.0 Search Features

CATS provides users with the ability to search throughout the CATS database for specific Source
Reports, Issues, CAPs or Actions. Depending on the type of search (such as All and Any) and the criteria

entered by the user, retrieving information should prove successful.

First select a type of searchll or Any. All creates a search to match information in all the text fields as
entered by the useAny creates a search that will retrieve information where some and not necessary all

of the criteria entered in any of the text fields are matched.

When entering information into the text fields, the search criteria should be specific for best results. For
instance, entering 19 in a date field on a search form will match “2/19/2001” and “12/31/1999” because
both have a 19 in the data. Wildcards are not currently supported. Therefore, it is not possible to use
wildcard characters such as “*” or “?” (i.e., entering “I*L” to create a search for anything that starts with

an “I” and ends with an “L").

6.1 Search for Source Report

1. From the Main Menu, select tiB=archbutton.

2. Select theReport button.

3. Select the appropriate sort button. The search form is displayed.

| Search for a Report/CAP

iSea.rchtype Al Any

iCAP Search Criteria

the "Execute" button above.

Search type All returns items that match all of your criteria
and conjunction), where type Any returns data that match
any of the criteria (o' congunction). The defaullt iz A1

Enter your search criteria into the appropriate fields and elick

Cognizant Line Llanager

Eesponsible Organization

Eesponsible 030

Blank fields will match all values. Approval Dus Date I
' oDy will mateh fields with o ralue.
|Re1mrl Search Criteria ‘Apprwal Htatus || ]
Repott Type “ ‘Appmval Drate “
Report Title “ Reviewed by EH-2 “
|Final Repott Date “ Cottpletion Date “
H

|Ofﬁc e/F acility Reviewed il

4. Complete the form as appropriate.

5. Click once on thé&xecutebutton. Your results are displayed.
6. Click once on the Report Link to display the Report.
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6.2 Search for Issue

1. From the Main Menu, select tiB=archbutton.

2. Select thdssuebutton.

3. Select the appropriate sort button. The search form is displayed.

Search for an Issue

|Sea.rch type O oall O Any

Issue Search Criteria

Enter your search criteria into the
appropriate fields and click the "Execute"
button aboe,

Search type All returns items that match oIl
of your critetia (and' conjunction), where
type Any returns data that match amy of the
ctiteria (ot conjunction). The defaallt is AIL

Blank fields will match all values.
" (D) will match fields with no walae.

Issue Mumber |

Description ]

Core Funchons |

Functional Area |

Cding Principles I

4. Complete the form as appropriate.
5. Click once on thé&xecutebutton. Your results are displayed.
6. Click once on the Issue Link to display the Issue.
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6.3 Search for CAP

1. From the Main Menu, select tiB=archbutton.
2. Select theCAP button.
3. Select the appropriate sort button. The search form is displayed.

| Search for a Report/CAP
|Sea.rcht§,rpe € Al C Any CAP Search Criteria

Cognizant Line Manager I
Enter wour search criteria into the appropriate fields and click the
"Eaecute'- button shiove. Responsible Organization I

Search type All returns items that match @I7 of wour criteria Cand'
conjunction), where type Any returns data that match any of the  [Responsible C30 I
ctiteria ("ot corjunction). The defaullt is AlL

Blank fields will match all values. Approval DueDate I
" (D) weill match fields with no walue.
‘Reporl Search Criteria ‘Appmval Status “ B
Report Type “ ‘Appmval Drate “
Report Title “ Reviewed by EH-2 “
‘Final Report Date “ Completion Date “
‘OﬁicefFacﬂit},r Reviewed ‘I j

4. Complete the form as appropriate.
5. Click once on thé&xecutebutton. Your results are displayed.
6. Click once on the CAP Link to display the CAP.
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6.4 Search for Action

1. From the Main Menu, select tiB=archbutton.
2. Select théAction button.
3. Select the appropriate sort button. The search form is displayed.

| Search for an Action
|Sea.rchtype O a1 C bny |Act'mn Search Criteria

|Descript:ion “
Enter your search criteria into the appropriate fields and click the
"Execute" button ahove. |Responsible CEO “

Search type All returns items that match @il of yvour criteria (and |R,35ponsib1,3 Manager “
conjuiction), where type Any returns data that mateh amp of the

ctiteria (ot comjunction). The defaullt iz ALl |Approved Tnie Date “
Blank fields will match all walues. Satis Iﬁ
" (D) will match fields with no valoe. =

| |Descr‘ipt:ive Status “

|An:tion MNumber “ |Veriﬁcat:ion Status “
|Last Edit Date “ |Completion Date “
|OfEc:efPaci]ity Reviewed i| ]

4. Complete the form as appropriate.
5. Click once on thé&xecutebutton. Your results are displayed.
6. Click once on the Action Link to display the Action.
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7.0 Edit Data

CATS provides a method for users to edit both CAPs and Actions within the database. In the event that a
user should make a mistake on a Corrective Action Plan that can not be edited within the CATS database,
they should complete and submit a Data Change Request Form. To obtain a Data Change Request Form,
please go to Appendix A of this manual or retrieve one from the web site.

Upon completion of the Data Change Request Form, please submit it to the following address for
evaluation.
U.S. DOE
ES&H InfoCenter, EH-72, 270CC
19901 Germantown Rd
Germantown , MD 20874
Phone: 1-800-473-4375
FAX: 301-903-9823

Once your completed Data Change Request Form is received, the database administrator will evaluate
your request and notify you of the status of your requelgtase note that not all requests will be
honored. Change requests are subject to final approval for change by the database administrator.

7.1 Edit Source Reports

The foundation of the CATS database is composed of Source Reports, upon which all other data depends.
Users cannot edit Source Report data once it has been entered into the database.

7.2 Edit Issues

Likewise, the Issues contained in Source Reports comprise the foundation for the CATS database. Users
cannot edit Issue data once it has been entered into the database.
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7.3 Edit CAPs

1. Locate the CAP to edit through either the Search or View options.
2. Click once on the CAP to edit. The CAP is opened in read only mode.
3. Click once on thé&dit button to edit the document.

!Repnrt Data
[Report Muther |NT3-04/0141999-0001-R-EH2
[Report Type [EH-2
IR.eport Title [Focused Safety Management Evaluation of the Mevada Test Site
|Final Report Dite D4/01/1999
!OfﬁceJ'Fa.ciJity Reviewed [Mevada Test Site
|cAPData
|Cognjzant Lire Ilanager |Michael Il arelli
IResponsib].e Organization !NV - Mevada Operations Office
!R.esponsible CED IDP - Asggistant Secretary for Defense Programs
| & pproval Due Date [n3/3100
Editable C4P Status 411 EH-2 Issues and Actions under those izsues ;I
. have been closed.
fields > [
!Appm’al Status |Approved
|&pproval Diate 07/22/99
Attached Plan Browse...
| > | o
|Revviewed by EH-2 =
: uil > ‘I Yes i
[Latest Conective Sotion in CAP Io2/02/2000
[CAP Completion Date 07/20/2000

4. Make the appropriate edits to the documéibte: Users may edit the CAP Status field, the Attached
Plan field, and the Reviewed by EH-2 fielfithe CAP is Not Approvedthe Approval Status and
Approval Date may also be edited.

5. Click once on th&avebutton to save and close the document.
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7.4 Edit Actions

Carvertive fodid Dala e
"ETTP-0RMN LR ?-0003-[ - Leasng <f Shared Spaces n Euldings that have..=
Iste ETTE- 01 195 7-10005-0003-4
[ies ergriin Perform sir sacpbng =f Budding E 14001
[&ction Dfvarshis [Air Sampting
Dielvapalile Milartanerds Hezthing aftecte d
Fluraa Carghtion Dl .I'I;E‘_.'_'-\.].']ﬂ_-
. . e oashil M E 3
Editable fields e T
Tiaios > ||:,,,.,.,|..|,_.|,_.,1 .-|
Cieseririive Tiaios Farsianesd meaplicng plen mred ceorolts. _;l
>
d
Lusi Eiki [sifor (e 19797 by Chadls Broughton
Carghtion Dals > l:I 30 1m T
.Inl-ll'lfltrﬂ.lm Bniar > Iﬂ
Irrusn Cunmentdy Linksd Ta ETTE-00 1 155 T-00n05-
If'won Ao not expleithy sere thio Acton the data 2o the form wil be Lost

Locate the Action to edit through either the Search or View options.

Click once on the Action to edit. The Action is opened in read-only mode.
Click once on the Edit button.

Make the appropriate changes to the Action form.

e NS

Note: Users may edit the Responsible Manager field, the Status field, the Descriptive Status field,
Completion Date field, and the Verification Status field.

5. Click once on the Save button to save the changes and the screen will return to View all Actions by
Manager window automatically.
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8.0 Reports

Four CATS Reports have been defined by EH and incorporated into CATS as of this date. Users may
view the Quarterly Report to the Secretary (on New Reports and CAP Status), Open (not completed)
CAPS sorted by Cognizant Secretarial Officer or by Site, and Functions, Responsibilities & Authorities/
Quality Assurance Program (RA/QAP) status.

To view Reports in CATS, click on thReporting button in the Navigator.

The CATS Reporting screen appears:

| Cats Web Reporting ‘

Click on the link below to present the listed report

1. Secretary's Quarterly Eeport

2. Action Status by C2S0

3. Action Status by Site

4. FRAI/QATD Status

Click on theSecretary’s Quarterly Report link to receive the report in Adobe Acrobat PDF format.

To view Open CAPs sorted by PSO, click onAegion Status by CSOlink. A dialog box appears:

| Action Status by CSO

‘Select CSO: i| <ALL> =]
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Click on the drop-down arrow for the list of CSOs in CATS, and select an appropriate CSO. Then click
on theExecute [ EEAaNEal Button. The list of Open CAPs appears, sorted by CSO:

Open CAPS By PSO, Ops Office & Site
Status of Actions
Click the on the underlined walue to dell down to alist of issuesfactions
PRS0 / Ops Office / Site |Dpen Issues |Tutal Actions |Cumpleted Un Schedule Late
EM - Assistant Secretary for 55 971 Q08 23 40
Enwronmental Ianagement 94%% 2% 4%
ELI - Office of the A ssistant Secretary for 0 0 0 a 1]
Errritonmental Management 100% 0% 0%
: ; A0 ] 0
Savatinah Fiver Site a a0 LT3 0% 0%
; 412 lé 17
ID - Idaho Operations Office 13 445 03% 4% o || 5
Idaho Hational Engineeting & 13 a5 A2 16 17
Etrritonmettal Laboratory - 3% A% 4%
i EE 182 1] 10
Issue Lin | CH - Chio Field Office 7 192 059 0% 59
\r‘ 47 i i
Fernald Envirorumental IManagement Projec —1 4z 5% 4 S5
Miatdsburg Errvironmental Management 6 144 133 a a
Project = 4% 0% 6%
i

Note that for facilities with Open Issues, there is a link to a summary of those issuebo view that
summary, click on théssue Link. The summary appears:

Click on thelssue Link in the summary screen to go to that source Issue document in CATS.

Open CAPS By PSO, Ops Office & Site

Upen Issues

|PSO |EM - Assistant Secretary for Envivonmental Management
|ops Office  ||[OH - Ohio Field Office

|Site |Ferna1d Emvironmental Management Project

|ﬁ Open Issues |l

* Click the Issue # to deill down to the issue document

FPlanned Issue

e fleme Closure Date

Deficiencies in the Conduct of Radiological Wotk The conduct of radiological
operatons in the field and the clarity and consistency of radiological work
permits (RWFs) used by FDF to delinate radiological requirements are in need of
inprovement. Deficiencies in radiological conduet of operations include

. > boundary control violations, lack of survey documentation, procedural
Issue Link Dt e B informality, and inadecuate radiological housekeeping, Thete iz no mechanizm A0
to ensure that work packages with standing and conditional EWPs are updated
to reflect job history, radiological reviews, and special precautions. RWE forms
are sometitmes completed with ambiguities and inconsistencies, lack survey data,
ot have legibility protlems.
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To view Open CAPs sorted by Site, click on Aaion Status by Sitelink. A dialog box appears:

‘ Action Status hy Site Code

‘Select Site Code: |<,.z-.,|_|_> vI

Click on the drop-down arrow for the list of Sites in CATS, and select an appropriate CSO. Then click
on theExecute m Button. The list of Open CAPs appears, sorted by Site:

. E
Open CAPS By Site Code & Report
Status of Actions
Click the on the undetlined value to diill down to alist of issuesfactions
Site Code / Report |0pen Issues |Tuta.l Actions |Cumpleted |Dn Schedule |Late
167 3 1
BIL 3 171
8% 2% 1%4
133 0 a
BWL-04/01/1997.0001-F-EH2 0 135 100% 4 %
ENL-05/17/1999.0003-R-EH2 0 4 4 0 0
100%; 0% 0%
BNL-07/01/1997-0000-R-A14 0 16 16 y 0
Issue Link—— 100% 0% 0%
12 3 1
BML-09/30/1999.0001-F-EHZ —» 3 16 739 10% %%
| Site Code / Report |0pen Issues |Tuta.l Actions |Completed |On Schedule Late
33 0 0
EBRA ] 33
100% %% %4
BPA-08M1/1997-0001-F-ALS 0 12 12 0 0
; ) - 100%3 %4 %4
EF 4-00/11/1997-0002-F- AL 0 21 o 0 0
100%; 0% 0%
| Site Code / Report |Dpen Issues |Tutal Actions |Cumpleted |Dn Schedule !I.ate |

Note that as in the “Action Status by CSQO” report, for facilities with Open Issues there is a link to a
summary of those issuesTo view that summary, click on thesue Link.
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[As af 10/ 11

To view the Functions, Responsibilities & Authoriti@sality Assurance Program status, click on the
FRA/QAP Statuslink. The FRA/QAP Status report appears:

Program 7
Field Office

Carreciive Action

Management Process

Captnred in FRA Documeni?

Quality Assurance Flan
Revised subseguent fo INME
O AL A of Seprember 29,

Delense Programs

In the Dratt DP FRA
Document

19992 [Para. d.af

I reviged

Dacument approval

Energy Efficiency/
Renewable Enermy

YES

Porons of (AP are in
EERE's FRA Document,
which s heing updated

Environmenit,
maletv & Health

In the Dratt EH FRA
Document

Environmental TES Hevision in progress
Managemeni
Muclear Energy, TES A responsiblities are
Science & Technology included in NES&T's FHA
| nt; (AP being
Fossil Energy Ths silvlaties are
 FE's FRA
o OAP being
developed
Clivilian Radinactive YES YRS
Wasle Managemeni
Science TES (A responsibilities are

Included 1n 5C7s FRA
Document; QAP being

developed
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Appendix A: Data Change Request Form

In the event that a user should make a mistake on a Corrective Action Plan that can not be edited within
the CATS database, complete and submit the Data Change Requegivenrion the next page

Fill in all the information down to the dashed line near the bottom that reads “For EH Use Only”. (The
“DBA Summary of Changes” and “DBA Signature” are for the EH CATS Database Administrator to
track the disposition of your request.)

After you complete the Data Change Request Form, please submit it to:

U.S. DOE
ES&H InfoCenter, EH-72, 270CC
19901 Germantown Rd
Germantown , MD 20874
Phone: 1-800-473-4375
FAX: 301-903-9823

Once your completed Data Change Request Form is received, the Database Administrator will evaluate
your request and notify you of its status.
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For ES&H InfoCenter Use ONLY

Wy

. CHNICAL RECEIVED DATE

InFORMATION APPROVAL DATE

ACTION DATE
. ER"'HE'ES ——pr— CLOSED DATE

ES&H Helpline 301-903-8358 ¢ 1-800-473-4375
Internet: esh-infocenter@eh.doe.gov
ES&H TIS Web Site: http://tis.eh.doe.gov

Corrective Action Tracking System
DATA Change Request Form

SUBMIT TO: U.S. DOE PHONE: 800-473-4375
ES&H InfoCenter, EH-72, 270CC FAX: 301-903-9823
19901 Germantown Rd.
Germantown, MD 20874

(Type or Print)

Name:

(Last) (First) (Middle Initial)

AUTHORITY / SITE

Company Name:

Work Phone: Work Fax:

Internet E-Mail Address:

Iltem #:

Change(s) to be made:

Reason for change(s):

Requestor’s Signature: Date:

DBA Summary of Changes:

DBA Signature: Date:
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